APPENDIX E

INSTRUCTIONS FOR THE USE. COMPLETION. AND DISTRIBUTION OF DD FORM
1149. "REQUISITION AND INVOICE/SHIPPING DOCUMENT”

1. Use. The DD Form 1149 may be used for the following purposes (unless otherwise
approved by the PA, CO, or contract):

a. Return of Government Furnished Property (GFP) except for material obtained
through the Military Standard-Requisitioning and Issue Procedures (MILSTRIP) and Real
Property. MILSTRIP material may be be returned on DD Form 1348-1, as prescribed by
DoD Manual 4000.25-1-M. Real Property will be transferred on DD Form 1354.

b. Shipment of Industrial Plant Equipment (IPE) controlled by the Defense_ Industrial
Plant Equipment Center (DIPEC), Memphis, Term. (Use DD Form 1149 issued by DIPEC.)

c. Internal transfer of Government property accountability from one contract to
another, with proper authorization; e.g., contract modification.

d. Shipment of Government Property to other contractors and subcontractors. DD
Form 1149 may aso be used for shipments to secondary locations of the prime contractor.

2. Preparation and Completion of DD Form 1149

a. Thefollowing information will be reflected in each appropriate block:
(1) From - Consignor (including contract number under which shipment is made).

(2) To - Consignee - Enter complete name. Do not abbreviate or use letter
symbols.

(3) Ship to - Mark for - as indicated in the shipping instructions. Indicate contract
number under which consignee will receive shipment, if furnished with shipping instruction.

(4) Accounting and Funding Data - Cite applicable data if specified in the

shipping or other instructions. For Item 4 leave blank in all other cases. Items 4a through
4i shall be completed in all instances.

_ (48) Item No. - Numerical sequence of items being shipped or transferred.
(4b) National Stock Number, Description and Coding of Material and/or

Services - enter data listed in applicable Federa catalogs. Use Manufacturer’ s part number
and description if item isnot listed in Federal catalogs and so indicate in the description. If
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applicable, include in this block alisting of all attachments and accessories.
(4C) Unit of issue - as appropriate.

(4d) Quantity requested - enter quantity requisitioned by consigneg, if
appropriate. If not applicable, leave blank.

(4e) Supply action - enter quantity being shipped or transferred.
(4f) Type container - carton, wooden or metal box, skid, etc.

(4g) Container Numbers. - Number each container if more than one and
Indicate in this block the container numbers in which the particular item is located.

(4h) Unit price - cost of each individual item - Use estimate when cost is not
available.

(4i) Total cost - Unit price multiplied by the total number of the applicable
item shipped.

(5), (6), (7) and (8) (Requisition date, number, requirement and priority) - Leave
blank unless such data are included in the shipping instructions.

(9) Authority or purpose - cite document, contract modification, or other
Government directive which authorized shipment or transfer.

(10) Signature - leave blank

(1 la) Voucher number and date - enter number assigned by the shipping contractor

or consignor to identify this shipping document and to credit his property account.
(1 Ib) Indicate date the voucher number was assigned.

(12) Date shipped - enter date items are picked up by carrier. For in-place
transfers, enter date transaction is completed.

(13) Mode of shipment - enter type of carrier used - raillroad, commercia or
Government truck, pick-up, commercial or Government aircraft.

(14) Bill of Lading number - enter the commercial or Government bill of lading
number on which shipment is accomplished.

(15) Air Movement Designator or Port Reference No. - enter data when
applicable.
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(16) Transportation via MSTS Chargeable to - Cite appropriate funds for these
items as called for in shipping instructions. Leave blank if not applicable.

(17) Special handling - enter special handling requirement specified in the shipping
instructions or required by the nature of the items shipped. i.e. “fragile,” “do not drop, " etc.

(18) Recapitulation of shipment - enter appropriate data only when shipments are
of such magnitude and complexity that this information will be helpful in controlling
shipment. This block may be left blank at the discretion of the Consignor.

(19) Receipt data - for use by consignee.

b. OAR verification. When appropriate, the QAR will place a verification stamp or
signature in block 4b following the last line item entered. DD Form 1149C, “Requisition

and Invoice/Shipping Document (Continuation sheet)” will be used if more than one page is
required for a single shipment.

3. Distribution

a  The DD Form 1149, as a minimum, will be distributed as follows:

Original - To Consignee w/shipment

1 Copy - Consignor

1 Copy - Mailed to consignee as advance copy

1 Copy - Attached to origina copy of Bill of Lading

1 Copy - Attached to Transportation Office copy of GBL
1 Copy - Carrier

1 Copy - Quality Assurance Representative (QAR)
1 Copy - Plant Clearance Officer (PLCO)(if applicable)
1 Copy - Property Administrator (if required for information purposes)
b. Distribution should be reflected in the body of DD Form 1149 or 1149-1.

c. Classified shipments and documents will be marked and handled in accordance with
existing security regulations.
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